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- . 'vThe‘jCentra'l Intlelliguénce' Agency weléomes the opportunity -
to nominate for the second anpual Federal Paperwork Managerment '
L STATINTL Awarc} Mz, our Records Ad;ni_niatration Officer.
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o Mr._’ha.a relentlessly pursued a program of improve
+-ing the Agency's recorde and paperwork management for a period :
- Largely as a result of his professional competence
~and his leadershlp, we have an Agency-wide prograra which hag
 #ignificantly benefited the intelligence collection efforts of the
. Gentral Intelligence Agancy and other elements in our intelligence
", community. I think his success in applying sound adminigtrative
principles to our Agency's complex and unique problems of _

- recoxrds management and his efforts to Inspire others to improve
- paperwork management merit public ¥ecognition,

. of fifteen years,

' lam'very interested in all endeavors to improve admine
.;istration in the Federal Government and wish to' express my -
appreciation to the Officera and the Directors of the Society for
focusing attention on professional achiovements in the critical -
-area of paperwork hmamgement,v" o L T T S
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ACCOMPLZSHMENT
"STATJ'NTL Mr haa newed as the Contral Intelligence Agam:y 8 Reccrds o
;.Adnﬂmstrat on Officer since 1953 and has had a key role in developing high-
.- 7'ly effective records and paperwork management programs of which the
©-_ Agency is justly proud.. In addition to his important achievements in im-
© [ ¥ 'proving the world-wide records keeping system of CIA, he hasg initiated, co-
.. ordinated, and furnished the technical leadership in the establishinent of uni-~
" form standards and procedures for the retention and disposal of intelligence
_m&teriala in other elements of the intelligence community of the United '
% “'States. ' He is particularly noted for the development of a Vital Materials
;"'-,:Program 'which has been a model for other Faderal agencies. )

STATINTL e Mr.as developed an effective decentralized rocords system

' i in CIA with programs to meet each major component's particular require-

- ments and spacial procedures to ¢cope with security congiderations inherent -

" ‘in every phase of records and paperwork maintenance and control in this

.« . Agency. CIA now has one of the most sophw.stlcated records and paperwork

"+ management systems in the Federal Government. Mr. M vas the STATINTL
" driving force in focusing attention on this critical area of management, and

“because of his professional competcnca and experience he has gained the

 ‘support of top management and the cooperation and participation of officials '

“‘at all levels in the Agency. He is an effective promotor and has inspired

“"officials in CIA and others in the Federal Governmment to professional paper- ~~ -

- WOEK management achievements by his surveys, studies on special projects,

'i- training ﬂlmz, ‘brieﬁngs. and his ‘Vital Records W orkahops.

STATINTL To evaluate Mr.q a.ccompliahments. cansideratmn must be
gwen not only to the magnitude of CIA records but also to the complexities

involved in bandling sensitive intelligence records and to the unusual paper-
_-work services required in the production of intelligence and in the distribu-
" tion of vital documents to the consurners. The diversity of CIA records
 (photographs, films, recordings, and mapa, in addition to the large flow of
; documents into the Agency from all over the globc} is compounded by the
.myriad of special security indicators and the necessity for sirict compart-
STATINTL - mantation on a need-to-know basis to produce unigue problems. These pro- : _
- blems have presented challenges which M-as mot with great suc~
" . cess.’ This he has accomplished by applying good paperwork management
__‘prmciples and by uuing administrative inmgmation to cope with unusual pro-
blemu in paperwork management. L - o -
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e SCOPE OF ACCOMPLISHMENT ST ATINTL

" The CIA Records Adn'dniutration Program, d1rected by Mr -
s,"is comprehensive in scope. It covers all areas in the management of ClA

< directives, reports, forms, communications, files, and rocords from date ‘
" of creation to final storage or destruction, It encompasses staff manage=
" ment of records and paperwork in CIA intelligence collection activities in "
4 1 all parts of the world and the control, storage, and disposition of intelli- "
L gence documents prepared for the Pz'elident and policy-making bodies in
'the Uxﬁted Statel. L : S e '

, The importanca and impact of Mr? accomplislunents ar S_TATINTL
attested by the many commendations that he has received from ofﬁczals ol
. in our Agency and the fact that other Government agencies have emulated

‘ o successful mnnagemant techniques and procedures usod in CIA records

" management. He was commended by the Honorable McGeorge Bundy,

Special Assistant to the President for National Security Affairs, for his able _
and efficient direction of the Records Management services rendered to the

STATINTL requested M to present his Vital Materials Program to all
T Government departmients and agencies through a number of Vital Records ”
‘ ;.{-g Workshops.' In addition, other agencles with unusually difficult security -
" problems have drawn on his experisnce to imaprove their paperwork manage-
iﬁjment syutems and tha 0paratiom of their Racords Cen‘cers. LT
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STATINTL r_ contributions to efiective ;:ecorda and paperwork manage-
:'ment within CIA and other agencies have had enormeous tengible and intangible
. ~benefite. As a result of his leadership in promoting the development of flex«
. .ible and realistic Tecords management standards and programs, the Agency
.7 has been able to cope successfully with a tremendous increase in volume of
L communications, -documents, films, and photograplis resulting from the ac~ -
~ . celerated tempo of cold and het war activities. In addition, he has initiated
©77 aggressive programs to meet the new paperwork management requirements

- > of expanding electzonic data processing opevations.” Through the ready

availability of rocords and the streamlining of mothods and procedures, emer-

gency requosts in support of current operations are handlad exped;tiously by
- . -the Agency Racords Genter._ : ' T

By the dovelopment of a model Vital Materiala Program guaranteeing :
the current selection, protac’don, and availability of essential records, the
successiul ccntimmtion of intelligence support to’ the President is assured :
in time of Qnamy attac.k or natural disanter. R :
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 In addition to the important savings to CIA in man-hours, equipment,
STATINT\I_- suppliea, and space that have resulted from Mr. [ «ttorts, signi-
c 4 ficant savings have also been achieved throughout the intelligence- community
. through his program to eliminate records in an agcnciea where they duphcate
"». those of the originating agoncy. S ~

STATINT ke It ia the consensus of officiah in CIA that Mr_achievementa :
" :in the improvement of paperwork management have contributed to the success

“of this Agency's mission and have furthered the o‘bject:.vas oi the President'

: V_War cm Wasu in tho Fedcrai Govarnment. T -




